pd

by » o Lounly necolds Lenter and Arcniives No. C=-646
RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. ) ﬁsél-
. Agency Division
St. Mary's County Office on Aging - RSVP/Volunteerism
Item
No. Description Retention
1. Administrative Files
Printed materials-=-county policies, conference Retain in office 1 year
information, correspondence, telephone log, and or until administrative
other material related to the functioning of the use 1s completed, then
office. destroy.
2, Administrative -~ Budget
Internal files relating to office fiscal activities.] Retain current year and 1
These files are primarily the project director's year prior in office, then
backup and reference files with record/official destroy.
copies kept by Office on Aging's fiscal office
and the County's fiscal office.
3. Hour Sheets-Monthly Reports
Monthly report forms for each station listing each Retain 3 years after annual
‘ volunteer and hours worked during month. audits completed. Retain-
Information is summarized monthly and quarterly. in office current year and
1 year prior, the transfer t
County Records Center & Arch
to be held 2 years, there-
4, Transportation Reports after destroy.
Monthly file for transportation information. Retain for 3 years after
Contains copies of Transportation Division's annual audits completed.
Drivers records which are used to identify RSVP Retain in office current yeez
volunteers using Office on Aging transportation to and 1 year prior, then trans
travel to stations. Cost reimbursement to County to County Records Center &
is figured on these records. Quarterly folders Archives, to be held 2 years,
contain reports and reimbursement forms. thereafter destroy.
5. Meal Budget Reports
Monthly folders containing worksheets and quarterly Retain for 3 years after
folders with copies of reports, authorization of annual audits completed.
payment forms and signed meal sheet requests for Retain in office current yee
each volunteer eligible for meals under grant. and 1 year prior, then
transfer to County Records
“Center & Archlves, -to be held
p *ryéa;s,-thereafter destroy.
— - . “»‘ o
g . S !
Schedule approved by Department, Schedule; authorized- by !

Agency, or Division Representative

m@g@% B A sosnsr

T1tle Date

tate Archivist



C-646

o RECORDS RETENTEON AND DLSPOSAL SCHEDULE NO .
(Continuation sheet)
Page [ .
No. ;ng)/’
Item
No. Description Retention
6. Active Volunteer Files
Folders for each of the active volunteers containing| Retain in office. Transfer
registration form and copies of assignments. Files to Inactive files when
are reviewed quarterly and inactive volunteers are appropriate.(see item 7).
transferred to Inactive File. '
7. Inactive/Dropped Volunteer Files
Files for inactive and dropped volunteers containing| Retain Inactive until droppe
original registration form. Inactive volunteers Transfer Dropped files to
are those who temporarily cannot participate in the County Records Center and
program; dropped volunteers are those who will not Archives after annual report
return to the program (moved, deceased). completed, to be held 3 year
thereafter destroy.
8. Station Folders - Active
Files for each station (agencies and organizations. Retain in office. Transfer
utilizing RSVP volunteers) containing memorandum of in inactive file when
understanding (signed contract between station and appropriate.(see item 9).
area agency stating policies on meals, transportation
and supervision), annual updates of memorandum,
copies of job descriptions, and lists of volunteers.,
9. Station Folders - Inactive
Files for stations currently without volunteers Retain Inactive in office
but retaining an interest in using volunteers and until dropped. Transfer
files for stations that have been dropped. Files Dropped files to County
contain memorandums of understanding and copies Records Center and Archives
of job descriptions. after annual report complete
' to be held 3 years and
thereafter destroy.
10. Job Descriptions
Folders containing copies of job descriptions by Retain until superceded,
station. These are copies of the descriptions then destroy.
housed in the stations folders.
11, Forms
Blank forms for monthly reports --transportation,
meals, master job description file. Retain until superceded.
then destwoy.
12, Reference Materials

ACTION manuals, workshop notes, and other printed
materials related to the office,.

Retain until superceded,

Destroy outdated materials.



bl

IHSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . -
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 I}

PAGE or (2
{DGS B50-1) JESSUP, MARYLAND 20794 — —
DEFARTMENT /AGENCY 2. DIVISION 3. UINIT
St. Mary's County Office on Aging RSVP/Volunteerism
DEFINITION-RECORD SERIES.? OFOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS]|T]ON PURPOSES -
4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
+ Administrative Files 1988 TO 1989

| 6. RECORD SERIES DESCRIPTION (!RIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN 'FTHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Printed materials --county policies, conference information, correspondence,
telephone log and other materials related to the functioning of the office.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SiZE O MICROFILM EXALPHABET | CAL x® FILE DRAWER(S)
O MICROFILM REEL(S)
BKLEGAL SIZE DO COMFUTER TAPE 0 NUMERICAL 1 O COMPUTER TAPE(S)
NUWBER 0 orper SPECIFY)
‘aomp BOOK O FLOPPY DISK O CHRONOLOGICAL . {
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) D OTHER(SPECIFY) WXFILE DRAWER(S)

-5 D MICROFILM REEL(S)

RUWSER O COMPUTER TAPE(S)
O OTHER(SPECIFY )

| 11 piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAalLY O WEEKLY X MONTHLY N&“_ £k MONTH(S) O YEAR(S)
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, sPECIFY rGENCY OR OFFICE)
Garvey Center - RSVP office O vyEs XnNoO
15, ACCESS RESTRICTIONS O YES #kNO 16. AUDIT REQUIREMENTS

(17 vyes, ci1TeE LAW(B) & REGULATION(S)
X3 NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1rFr YRS.EXPLAIN

18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 vyes ¥8 no Ret?l? in offlce 1 year or until
administrative use is completed,
then destroy.

!. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Jan Blodgett/County Archivist (301) 475-7844 8/22/89

DGS 350-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

CLHl
AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENT ION SCHEDULE P.O. BOX 278
p-
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE 2= OF [iz
DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
St. Mary's- County Office on Aging RSVP/Volunteerism

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FlLED

REFERENCE AS WELL AS RETENTION AND Dlspos

AND USED AS A UNIT FOR

! 4. RECORD SERIES TITLE

Administrative - Budget

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
l988 TO 1989

!

6. RECORD SERIES DESCRIPTION (.RllPLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTS/FOM FOUND

‘tN THE SERIES.

Internal files relating to office fiscal activities.

INCLUDE THE PURPOSE OR FUNCTION OF THEK BEFRTES |

These forms are primarily the

project director's backup and reference files with official files kept by the
Office on Aging's fiscal office and the County's fiscal office.

7. RECORD SERIES FORMAT(S) 8.
O LETTER SIZE O MICROFILM
EXLEGAL SIZE 0O COMFUTER TAPE
‘Bomn BOOK U FLOPPY DISK
0 Aubplo TAFE U VIDEO TAPE
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
DO NUMERICAL
B cHronoLOG 1 cAL .
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

XR FILE DRAWER(S)
0O MICROFILM REEL(S)
O COMPUTER TAFPE(S)
U OTHER({SPECIFY)

1
NUMBER

ANNUAL ACCUMULAT ION
*8 FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUNEYR O COMPUTER TAPE(S)

O OTHER(SPECIFY)

|11,

FILE 1S USED

O pAILY 0O WEEKLY TEXMONTHLY

12. F|LE BECOMES INACTIVE AFTER

3 O MONTH(S) X® YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Garvey Center- RSVP office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

{ir ves, spEciry saENCY OR OFFicE)
¥ YES 0O NO County Finance Office

15. ACCESS RESTRICTIONS O YES {xNO

(1P vyes, ciTE LAW{8) & REGULATION(S)

16. AUDIT REQUIREMENTS

XJNONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (1r YRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0O YES B&x NO

18. RECOMMENDED RETENT ION

Retain current year and 1 year prior in
office, then destroy.

e 7!
ET

19. NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

DATE
. 8/22/89

21.

DGS 3550-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20793

CLHYb
AGENCY RECORDS INVENTORY

PaGE 2 __oF /2~

DEFARTMENT / AGENCY 2. DIVISION 3. UNIT
Office on Agin i
St. Mary's County ging RSVP/Volunteerism
DEFINIT1ON-RECORD SERIES.A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPFOS|TION PURFOSENR

4. RECORD SERIES TITLE

Hour Sheets Monthly Reports

5. EARLIEST YEAR/LATEST YEAR
1980 __ 10 __ 1989

6. RECORD SERIES DESCRIPTION (.RIIFLV DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIPOM FOUND

‘IN FHE SERIES.

INCLUDE THE PURPOSE OGR FUNCTION OF THE BEFIES )

Monthly reports forms each station listing each volunteer and hours worked during

month.
end.

Files are by month during fiscal year, then stored by station at year's
Information on sheets is summarized monthly and quarterly.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
D LETTER S1ZE O MICROFILM EX ALPHABET 1 CAL EXFILE DRAWER(S)
O MICROFILM REEL(S)
XX LEGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 3 0 COMPUTER TAFPE(S)
NUMBEW 0 omipr(sPECIFY
.BOLND BOOK 0O FLOPPY DISK 0 CHRONOLOGICAL . ( )
o o o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) O OTHER(SPECIFY) ¥FILE DRAWER(S)
: O MICROFILM REEL(S)
KOWSER O COMPUTER TAPE(S)
O OTHER(SPECIEY])
| 11. p(LE 1S UsED 12. FILE BECOMES INACTIVE AFTER
O pAILY 0 WEEKLY XK MONTHLY m“. 0O MONTH(S) BXYEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center —— RSVP office (1r YES, SPECIFY JGENCY OR orrice)
0 yEs XX No
15. ACCESS RESTRICTIONS O YES XKNO 16. AUDIT REQUIREMENTS
(1» vyes, ci1TE LAW(S8) & REGULATION(S)
D NONE O STATE $XFEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? :
Lir ves.mxpLAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )
) : ' Retain 3 years after annual audits completed.
O yes 8&X NO Retain in office current year and 1l year
prior, then transfer to County Records
Center and Archives. '
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844

3/22/89

DGS 550-4 (REVISED 2/87)

0}



IHSTRUCTIQMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

CL96
AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE ¥ oF [2-

DEFARTMENT / AGENCY
St. Mary's County

2. DIVISION

3. INIT

Office on Aging

RSVP/Volunteerism

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

[ 4. RECORD SERIES TITLE

}

Transportation Reports

REFERENCE AS WELL AS RETENTION AND DISPFOS

AND USED AS A UNIT FOR
1TION PURPOGES

5. EARLIEST YEAR/LATEST YEAR

1983 To 1989

6. RECORD SERIES DESCRIPTION

‘N THE SERIES.

Monthly file for transporation information.

BRIKFLY DESCRIBE THE TYPES OF INFOMYION/DOCMNTB/'OM FOUND
INCLUDKE THE PURPOBE OGR FUNCTION OF THE BEFRIES )

Contains copies of Transportation division: s

driver's records which are used to identify RSVP volunteers using Office on Aign

transportation to travel to statiomns.

is figured on these records.
reimbursement forms.

Quarterly foldes contain copies

Cost reimbursement to County by RSVP grant

of reports and

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
BX1EGAL SI1ZE 0O COMFUTER TAPE
‘Boum BOOK U FLOPPY DISK
D AupDlO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL

0 NUMERICAL
@ CHRONOLOG I CAL,

9. VOLUME

X& FI1LE DRAWER(S)

0O MICROFILM REEL(S)
Nm&!i

O COMPUTER TAFPE(S)
O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
" X FILE DRAWER(S)
6 O MICROFILM REEL(S)

ROWBER O COMPUTER TAPE(S)

O OTHER(SPFECIFY)

| 11. piLe 15 useD 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY EXMONTHLY 2 O MONTH(S) XX YEAR(S)
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
fir ves, speciry soENcY OR OFrice)
Garvey Center - RSVP Office 0O YES fxNoO
15. ACCESS RESTRICTIONS 0 YE5 XBX*NO 16. AUDIT REQUIREMENTS
(vr vyES, CITE LAW(B) & rREGULATION(S)
O NONE O STATE GSXFEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? » B
Lir ves.mmamn 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE ) -
g ) . ) ) Retain for 3 years aftercannual addlts are
YES % NO completed. Retaln 1n offlce curreht
year and 1 yearsprior, then transfér
to County Recprds Center and Archives.
y :
3 :
K 3
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ot -
Jan Blodgett/County Archivist (301) 475-7844 8/22/89 i

DGS 550-4 (REVISED 2/87)



CAHSTRUCTIGMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION

AL,
AGENCY RECORDS INVENTURY

REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O, BOX 278 Pace § or 12
(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's. County Office on Aging RSVP/Volunteerism

DEF INITION-RECORD SERIES-* ®7"OYP

OF RELATED RECORDS NORMALLY F]LED

4. RECORD SERIES TITLE

Meal Budget Reports

REFERENCE AS WELL AS RETENT!ION AND DISPOS|TION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1988 TO 1989

IN

for meals under grant.

THE SERIES.

RECORD SERIES DESCRIPTION (.RIKFLY DESBCRIBE THE TYPES OF INFOMTION/DOCMNTUIPOM FOUND
INCLUDE THE PURPOSBE OR FUNCTION OF THEK SEFIES )

Monthly folders containing worksheets and quarterly folders with copies of reports,
authorization of payment and signed meal sheet requests for each volunteer eligible

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE D MICROFILM O ALPHABETICAL *® FILE DRAWER(S)

“ O MICROFILM REEL(S)
| T'LEGAL S1ZE O COMPFUTER TAPE O NUMERICAL 6 O COMPUTER TAPE(S)
: NUMBER 0 orpep(spECtFY

BOUND BOOK O FLOPPY DISK x® CHRONOLOGICAL . { !

o o
AUDIO TAPE VIDEO TAFE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) O OTHER(SPECIFY) S*FILE DRAWER(S)
' 4" O MICROFILM REEL(S)
KUMBER O COMPUTER TAPE(S)

O OTHER(SPECIFY )

t1V. pILE 1S USED 12. plLE BECOMES INACTIVE AFTER
@ DAILY O WEEKLY O MONTHLY D MONTH(S) QXYEAR(S)

ROMEEE

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center - RSVP office (i1r vyEs, sPECIFY 28ENCY OR OPFFICE)

O YES f£xNO
15. ACCESS RESTRICTIONS O YES @yNoO 16. AUDIT REQUIREMENTS

{1r ves, ciITE LAW(S) & rREGULATION(S)
O NONE O STATE 8XFEDERAL 0O INDEPENDENT

17. |8 AN INDEX SYSTEM USED?T (I YRES.E)PLAIN

18,
BRIEPFLY AKRD DHESCRIBE ANY HARDIARE/BOFTHARE)

RECOMMENDED RETENT ION

Retain for 3 years after annual audits
completed. Retain in office current year
and 1 year prior, then transfer to County
Records Center & Archives.

Q YES XX NO

20, TELEPHONE NUMEER
(301) 475-7844

21. DATE

8/22/89

. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

DGS 550-4 (REVISED 2/87)




eLHb

LiSTRYSTIGNIS - - TYPE OR PRINT A DEFARTMENT OF GLNERAL SERVICES .

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVI1SION AGENCY RECORDS INVENTURY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO RQAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 2

{DGS l’o'l) JESSUP, MARYLAND 207%4 Pace & or L=
—‘ﬁFMIAW 2. PlviSION 3. UNIT

St. Mary's County Office on Aging RSVP/Volunteerism

DEF INIT | ON - RECORD SERIES'A GROUP OF RELATED RECORDSB NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOEBES

. 4. RECORD SERIES TITLE ' 8. EARLIEST YEAR/LATEST YEAR
Active Volunteer File Agtive TO
6. RECORD SERIES DESCRIPTION (®R'E7LY DESBCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
''N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES)

Folders on each of the active volunteers containing registration form and copies

of assignments. Files are reviewed efry quarter and those volunteers who have become
inactive or dropped are transferred. Work files of new volunteers and contacts
housed with active file.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROF I LM ¥ ALPHABETICAL & FILE DRAVER(S)
n B MICROFILM REEL(S)
QXLEGAL SIZE U COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
- NGWBER o orreR|sPECIFY)
' g BOUND BOOK U FLOPPY DISK O CHRONOLOG)CAL , (
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) % FILE DRAWER(S)
6" O MICROFILM REEL(S)
ROWEEE O COMPUTER TAPE(S)
0 OTHER(SPFCIFY )

P11 piLE 1S USED 2. FISLE BECOMES INACTIVE AFTER
EDAILY 0 WEEKLY O MONTHLY O MONTH(S) HX YEAR(S)
HUORBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center-RSVP office {ir vyes, spEciry saENcY OR OPFicCE)

DYEsngO

15. ACCESS RESTRICTIONS @ YES 0 NO 16. AUDIT REQUIREMENTS
(1" vyes, civx rAaw(s) & reaurLaTion{s) ACTION
regulations call for staff access only O NONE O STATE X FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED? -
Lir vas.eoprarn 18. RECOMMENDED RETENT ION
BRIEFLY ARD DESCRIBE ANY HARD.ARE/'O'T"ARE,

: Retain in office.
a0 vyes ¥ no

‘ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844 8/22/89

DGS $530-4 (REVISED 2/87)




CLYd

. IUSTRUCTIONS - -TYPE OR PRINT A DEFARTMENT OF GLNERAL SERV ICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

‘ WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 7 or /'L

| (DGS 550-!) JESSUP, MARYLAND 20794

mﬁ?mm/l\m 2. DIVISION 3. UNIT

I g, Mary's County Office on Aging RSVP/Volunteerism

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOSES.

| 4. RECORD SERIES TITLE ' 5. EARLIEST YEAR/LATEST YEAR
Inagtive TO

DEFINITION-RECORD SERIES-

Inactive/Dropped Volunteer File

BRIKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTU/FOM POUND

6. RECORD SERIES DESCRIPTION (
‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFRIES)

Files for inactive and dropped volunteers filed by names of individuals. Files
contain original registration form. Inactive volunteers are those who temporarily
cannot participate in the program. Dropped files are those volunteers no longer
with the program.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM RXALPHABET | CAL X3 FILE DRAVER(S)
. O MICROFILM REEL(S)
WXLEGAL SIZE O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
NUNBER o oriern(sPECIFY
BOUND BOOK O FLOPPY DISK O CHRONOLOG I CAL . ( )
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) *& FILE DRAVER(S)

on O MICROFILM REEL(S)

RUWSER O COMPUTER TAPE(S)
D OTHER(SPECIFY )

t1V. piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O pAlLY O WEEKLY x® MONTHLY NUEI!I O MONTH(S) & YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL | CATED ELSEWHERE?
Garvey Center - RSVP office (i® veSs, sPECIFY raENCY OR orrccz)

O YES £xNO

15. ACCESS RESTRICTIONS &YES O NoO 16. AUDIT REQUIREMENTS
{1r vyes, cive LAwW|(s) & rEGuULATION(S) ACTION
regulations call for access by staff only O NonNE O STATE xR FEDERAL 0 INDEPENDENT

17, 18 AN INDEX SYSTEM USED?! {(ir YES.E)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain 3 years after. partic1pant*&ropped
Transfer to County REcordsACenter ‘and -
Archives after annual report completed~

O YES & NO

LN

- P

. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEBER 21. DATE N

Py

Jan Blodgett/County Archivist (301) 475-7844 ‘8/22/89

DGS 550-4 (REVISED 2/87)




ﬁét/é
ISTRYCTIQMNS - - TYPE OR PRINT A DEFARTMENT OF GLNERAL SERVICES N
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIV IS ION AGENCY RECORDS INVENTORY
REV ISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 e +
PAGE or _/
(DGS 580-1) JESSUP, MARYLAND 20794
—‘a:mmmm/nm 2. DIVISION 3. WNIT
St. Mary's County Office on Aging RSVP/Volunteerism
DEF INIT | ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES
' 4. RECORD SERIES TITLE ) ' 5. EARLIEST YEAR/LATEST YEAR
Station Folders - Active Active To

6. RECORD SERIES DESCRIPTION |

THE SERIES.

BRIEFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

Files for each station (agencies and organizations utilizing RSVP volunteers)
containing memorandum of understanding (signed contract between station and area
agency stating policies on meals, transportation and supervision), annual updates of
memorandum, copies of individual job descriptions, and lists of volunteers.

7. RECORD SERIES FORMAT(S)
O LETTER SIZE U MICROF LM

‘ @XLEGAL SIZE 0 COMFUTER TAPE
BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

e.
X8 ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

VOLUWME
XXR FILE DRAWER(S)

D MICROFILM REEL(S)}
nuu';z 0O COMPUTER TAFPE(S)
O OTHER(SPECIFY)
ANNUAL ACCUMULAT ION
" XX0 FILE DRAWER(S)
2 O MICROFILM REEL(S)

RUWBER O COMPUTER TAPE(S)
D oTHER(SPECIFY)

t1l. piLE 1S USED 2. pFILE BECOMES INACTIVE AFTER
O pAalLY Hwepay D MONTHLY > 0 MONTH(S) ** YEAR(SB)

RORBEN

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Garvey Center - RSVP office {ir yEs, spEciry saENcY OR OFFicE)
O YEs B8 No

15. ACCESS RESTRICTIONS O YES G:NO 16. AUDIT REGQUIREMENTS

(17 yes, ciTE LAW(S) & REGULATION(S)

O NONE O STATE &QxFEDERAL O INDEPENDENT

17. 1S AN

0 yEs R NoO

INDEX SYSTEM USEDT (17 YRS, E>PLAIN
BREIEFLY ARND DESCRIBE ANY HARDWARE/SOFTWARE)

Retain in office,
files when appropriate.

RECOMMENDED RETENT ION

transfer to Inactive

’ NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

8/22/89

DGS 550-4 (REVISED 2/87)



JLASTIRWCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD

| S—

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

cLHb
AGENCY RECORDS INVENTURY

WiTH RECORDS RETENTION SCHEDULE P.O. BOX 278 Q
PAGE or (-
(DGS 380-1) JESSUP, MARYLAND 207%4
‘)ZPARI'MENT/AW 2. DIVISION 3. WINIT
St. Mary's County Office on Aging RSVP/Volunteerism

DEFINIT1ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

[ N
|

RECORD SERIES TITLE

Station Files - Inactive

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
Inggtive ™o

6. RECORD SERIES DESCRIPTION (DRlIFLY DESCRIBE THE TYPES OF INFOMTIONIDOCMNT!/POM FOUND

i new files.

‘IN THE SERIES.

INCLUDER THME PURPOBE OR FUNCTION OF THE SEFIES)

Files for stations currently without volunteers but retaining an interest in using
volunteers and files for stations that have been dropped.
of understanding and copies of job descriptioms.
on stations created by previous director -- most of this information is superceded by

Files contain memorandum
One group of files contains information

7. RECORD SERIES FORMAT(S)

D LETTER SI1ZE O MICROFILM

BXLEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFE

0 OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEBET | CAL
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XX FPILE DRAWER(S)

D MICROFILM REEL(S)

-3 O COMPUTER TAPE(S)
UMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

XXX FILE DRAWER(S)
1" D MICROFILM REEL(S)
ROWGER O COMPUTER TAPE(S)

0 OTHER(SPECILEY )

FILE IS USED _ 12. pILE BECOMES INACTIVE AFTER
O pAlLY 0 WEEKLY RXMONTHLY Jlﬁ!!!' O MONTH(S) W& YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Garvey Center - RSVP Office tir vyes, speCiFY raENCY OR OFricE)
o vyes BXno
15. ACCESS RESTRICTIONS O YyES X8 NO 16, AUDIT REQUIREMENTS

(17 ves,

ciTe LAaw(s) & rREGuULATION(S)

O NONE O STATE &XFEDERAL 0O INDEPENDENT

17.

0 yes &FXno

IS AN INDEX SYSTEM USED? (IrF YRS.E)PLAIN
BRIEFLY ARND DESCRIBE ANY HARDIARE/BOFTWARE)

RECOMMENDED RETENT ION

"’\'JJ.r-n

Retain 3 years aftpt statlon dropped ® i
Transfer to County Records” Centlet '8 Archives
after annual report is completed.

4
W

Jisw s, s

_‘ NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20, TELEPHONE NUMBER

(301) 475-7844

a
DA‘\TE, R S T
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v - <]
= oralmes B an YT

21.

B

¥ 8/22/89

DGS 550-4 (REVISED 2/87)



L ASTRUCTIGONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION

cGb
AGENCY RECORDS INVENTORY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 pace /O or /2
{DGS 330-1) JESSUP, MARYLAND 20794

.)EPAMNT/AGENCY 2. DIVISION 3. WNIT

St. Mary's County Office on Aging RSVP/Voluteerism

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

: 4, RECORD SERIES TITLE

Job Descriptions

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOEBES

5. EARLIEST YEAR/LATEST YEAR
Agtjye  To _lnacLive

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYYPES OF INFOMTION/DOCMNTB/FOM FOUND

] ‘IN THE SERIJES.

descriptions housed in the Stations folders.

Folders containing copies of job descriptions by stationm.

INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES |

These are copies of the

7. RECORD SERIES FORMAT(S) 8.

D LETTER SIZE O MICROFILM

BXLEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
X& ALPHABET |CAL
O NUMERICAL

D CHRONOLOGICAL
D GEOGRAPHICAL
D OTHER(SPECIFY)

VOLUME

x#% FILE DRAWER(S)
D MICROFILM REEL(S)

o O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
BXFILE DRAWER(S)
1" O MICROFILM REEL(S)
KUWBER O COMPUTER TAPE(S)

1Y piLE 1S USED

Q palLYy 0 wEEKLY BXMONTHLY

O OTHER|SPECIFY )
12, p(LE BECOMES INACTIVE AFTER
5 O MONTH(S) RXYEAR(S )

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Garvey Center—-RSVP office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

(‘l' YES, SPECIFY 2GENCY OR OFPCC!)
0O YES ®RxNO

15. ACCESS RESTRICTIONS Q vyes QxNO
(1" vyes, ciTe LAW(S) & REGULATION|S)

16, AUDIT REQUIREMENTS

SKNONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YERS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/BOPTWARE )

0 YES &x NO

18. RECOMMENDED RETENT ION

Retain until superceded.

-‘ NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist

TELEPHONE NUMBER
(301) 475-7844

21. DATE

8/22/89

DGS 3550-4 (REVISED 2/87)




DOALISTRYCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV ISED RECORD SERIES, FORWARD

(DGS 380-1)

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BQX 278
JESSUP, MARYLAND -207%4

CLH6
AGENCY RECORDS INVENTORY

PaGE //___oF (2

FARTMENT / AGENCY

2. DIVISION

l WiTH RECORDS RETENTION SCHEDULE
i
i
|
!
i

St. Mary's County

Office on Aging

3. UNIT
RSVP/Voluteerism

DEF INITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

' 4. RECORD SERIES TITLE

Forms

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

$. EARLIEST YEAR/LATEST YEAR
TO

. 6. RECORD SERIES DESCRIPT ION (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/POM FOUND

| ‘IN THE SERIES.
|

INCLUDE THE PURPOBE OR FUNCTION OF THE BEF1ES)

Blank forms for monthly reports --transportation, meals, master job descriptions, etc.

7. RECORD SERIES FORMAT(S) 8.

O LETTER SI1ZE O MICROFILM

BXLEGAL SIZE O COMFUTER TAPE
' BOUND BOOK 0O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
GXALPHABET | CAL
O NUMERICAL
D CHRONOLOGICAL,
U GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

G@xFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFE(S)
O OTHER(SPECIFY)

1
NUMBER

10. ANNUAL ACCUMULAT ION
¥ FILE DRAWER(S)
6" O MICROFILM REEL(S)
KOMEER O COMPUTER TAPE(S)

(8] QYHER(SPECIFY)

FILE 1S USED V2. pILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY BXMONTHLY m%“!‘. D MONTH(S) XX YEAR(S)

13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Garvey Center-RSVP office

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

{i1r vyes, seEciry soENcY OR oFricE])
0 yEs ¥XNO

15, ACCESS RESTRICTIONS Q yes [xno
{1r ves, ciTE LAW(S) & REGULATION(S)

16, AUDIT REQUIREMENTS

#XNONE DO STATE O FEDERAL D INDEPENDENT

17, I5 AN INDEX SYSTEM USED?! (1® vus.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTWARE)

0O yEs XX NoO

18, RECOMMENDED RETENT ION

Retain until superceded.

' NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

DATE
8/22/89

21.

DGS 350-4 (REVISED 2/87)




APSTRYSTIQUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVY |SED RECORD SERIES, FORWARD

WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF CGLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275

C L6
AGENCY RECORDS INVENTORY

/2 2
JESSUP, MARYLAND 207%4 Pace or L2
—‘::mnmmr/mmcy 2. DIVISION 3. WNIT
St. Mary's County Office on Aging RSVP/Volunteerism
A arouP

DEFINITION-RECORD SERIES-

OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Reference Material

REFERENCE AS WELL AD RETENTION AND DISPOS

LIION PURPORKS.

5. EARLIIEST YEAR/LATEST YEAR
Ac;ixe To Inactive

THE SERIES.

8. RECORD SERIES DESCRIPTION (DRIKPLV PESCRIBE THE TYPES OF lNFOM?lON/DOCMNTU/POM FOUND

ACTION manuals, workshop notes and other printed material related to the office.

INCLUDE THE PURPOSE OR PUNCTION OF THK SEFIES )

7. RECORD SERIES FORMAT(S) 8.

O LETTER SI1ZE O MICROFILM

TXLEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL

BOUND BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

R<ALPHABET I CAL

O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

BXFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAFE(S)

WE ® g OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

5%FILE DRAWER(S)

ciTE LAW({S) & REauULATION(S)

4 O MICROFILM REEL(S)
RUNEERX O COMPUTER TAPE(S)
@] OTHER(SPECIFY )
P11 pILE 1S USED 2. FILE BECOMES INACTIVE AFTER

O palLYy O WEEKLY O MONTHLY 2 O MONTH(S) XB YEAR(S)

13. CURRENT LOCATION({S) {BLDG.,FLOOR, ROOM) 14. 1§ RECORD SERIES DUPL ICATED ELSEWHERE?
. . )
C —RSVP office {ir yeEs, serECIPY raENCY OR OFFiCE

Garvey Center -RSVP o c 0 YES £XNO
15. ACCESS RESTRICTIONS Q YyEs x& NO 16. AUDIT REQUIREMENTS
(1w ves,

AAXNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN

INDEX SYSTEM USED?! (1@ vYES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

QG YES X8 NO

18, RECOMMENDED RETENTJON

Retain until supreceded.

Transfer frommm’\
files to notebooks.

DR
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